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SECRET

20 June 1961

MEMORANDUM FOR: CHIEFS OF ALL TSD STAFFS AND BRANCHES

SUBJECGT : TSD Records Control Schedule

1. The annual records inventory was completed recently in TSD.
This year, in conjunction with the inventory, a Records Control Schedule
was developed. Attached hereto is the portion of the TSD Records Con-
trol Schedule which pertains to your cornponent.

2. TSD is one of the first components within the CS to develop a
complete index of all records maintained with precise instructions fox
the continued disposition of various record holdings as they accumulate.
The disposition instructions for the different groups of records held
within TSD components has been determined after consultation with each
of you,

3. | | Records Administration Officer for TSD,
will assist each component in following the disposition instructicns which
have been agreed upon. In so doing, shs will work clogely with the indi-
vidual who has been designated to handle the implementation of this sch@d-
ule in your branch.

4. 1 feel that the Records Control Schedule which is being forwarded
to you represents an important step forward and should provide the means
for preventing further growth of record holdings within TSD. I have
asked | |to report informally by the end of September on
progreas bemg made to put the TSD Recards Control Schedule mto effect.

o Chief, DD/P/TS5D
Attachment: : o
Records Control Schedule

» Designee
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